
Posting and Managing 

Jobs on …



Please go to...

http://jobnet.wisconsin.gov/business



User Login Page

Click on the yellow Login button.



Enter Network Password

Enter your Username in the User 
Name field.

Enter your Password in the 
Password field.

Click on the OK button.



Welcome Screen

This is the Welcome screen.  Use the menu tree on the left side of the screen to navigate 
around the system.  Click on the plus sign in front of the words “My Job Orders”, “My 
Company Information” and “System Reports” to expand the menu so you can see all of the 
options.

The larger, right side of the screen will display information.



Managing Job Orders

Whatever is highlighted in grayish-blue on the menu tree tells you where you are (what 
function you are using) in the system.



Managing Job Orders

To view job orders for your company, click on 
Manage Job Orders on the menu tree.  The Job Order
Search screen will appear.  Choose “Select a Site”
from the Field dropdown menu, then click on the Search
button.



Site List

The list of sites for your company will be displayed.  Click on the blue hyperlink for 
the site you want to view or add a job order.



Job Order Summary by Site
A list of all job orders, 
by status, for this 
company site are listed.  
To view a job order, 
click on the job order 
number (blue 
hyperlink).  To add a 
new job order, click on 
the Add Job Order 
button.



Job Order Form
Basic demographic information for your 
business will be automatically displayed.  There
are five tabs across the top of the job order.  This is
the Company Info tab.

Note the Save-Incomplete,Save-Complete, Abandon 
Changes, Preview and Email Preview buttons along 
the top of the job order.

The Save-Incomplete button should be used every few 
minutes to save information as you key it in.  This is 
important because if you are logged on and the system 
is idle for more than 45 minutes, you will ‘time-out’.  
When you ‘time-out’, you must log in again.  Any 
information entered since you last clicked on the
Save-Incomplete button will be lost.

Use the Save-Complete button only when you are 
ready to submit the order to the Job Center for final 
processing.

Use the Abandon Changes button only when prompted,
and only if you do not wish to save the information 
you added or updated on that tab.

The Preview button allows you to see how the order
will appear to the job seeker on JobNet.

The Email Preview button allows you to email the
job order to your Job Center contact person, or 
others.



Job Order Form
When you click on the 
Save-Incomplete button, bold red text
will appear at the top of the order 
showing the status.



Incomplete Job Orders List

Incomplete job orders will be stored on the Incomplete Job Orders list.  To 
access the job order again to finish it, click on the Job Title (blue hyperlink).



Completed Job Order

When you finish your job order and use the Save-Complete button, 
the red text shown above will appear at the top of the job order.



Job Order Summary

The completed order 
appears on the Job Order 
Summary under “Awaiting 
Staff Approval”.  If you 
want to look at the order, 
click on the job order 
number (blue hyperlink).



Important Information

If you have questions about your job order, the contact information for the person 
handling your job order at the Job Center is shown at the top of the job order after 
it has been processed by Job Center staff.

The number of times a job order has been viewed by job seekers is tracked and 
displayed on the top of the job order.  For definitions of the various counts, click on 
the More Information button.



Copy a Job Order

To copy a job order, use the Copy button on any order – open, closed, etc.  Copying 

a job order saves you keying time.  Just click on the Copy button on the job order, and 

you will get an exact duplicate of the previous order, which you can edit to fit the job 

order you need to place.



Remove a Job Order

The system will automatically remove job orders from JobNet based 
on the date you specify.  If you wish to remove an order earlier than 
that date, click on the Remove Job Order button.  The order is 
immediately removed from JobNet.



Preview

To see how your job order will appear to job seekers on JobNet, 
click on the Preview button.



Preview
This is how your job order will 
appear to job seekers on JobNet.



Manage Company Records

The Manage Company Records feature allows you to update your 
business’s information.  Click on the hyperlink (blue text) to make the 
changes.  To add a new site, click on the Add Site button.



Manage Company Records

Any of the information 
in the white text fields 
can be updated. When 
you have finished 
making changes, click 
on the Save 
button in the lower 
right corner.



Manage Contacts

Use the Manage Contacts feature to update or add information.  To view the 
information for a contact, click on the person’s name.  To view the contact persons 
for a particular site, click on the View Contacts by Site button.  To add a contact, 
click on the Add Contact button.



Contact Information

Any of the information 
in the white text fields 
can be updated. When 
you have finished 
making changes, click 
on the Save 
button at the top or 
bottom of the screen.



Request for Assistance

The Request for Assistance feature allows you to send a message to the Job 
Center.  Check the items you need assistance with, and type your questions or 
comments in the Comments field.  Click on the Submit button to send the 
request to the Job Center.



Feedback

The Feedback feature allows you to send a message to the JobNet Business Help 
Desk. Your name, telephone number and email address will be pre-filled on the 
form.  Type your question or comment in the Message text field. Click on the 
Send button.  



System Report – Job Orders Removed

To view job orders removed from JobNet in the last 1-90 days, enter a number 
from 1 to 90 in the On or After text field, then click on the Search button.  A list 
of orders matching the criteria will be displayed.  To view a job order on the 
list, click on the job order number (blue hyperlink).



Email Alert – Job Orders Closing in 5 Days



HELP (Job Order System Manual)

The HELP link takes you to an online user manual.
A separate window will open.



Statewide Job Center Directory

There is also a link to the statewide 
Wisconsin Job Center Directory, to assist you
in locating local Job Center contact information.

In Milwaukee please call the Milwaukee 
Employer Order Services Unit at 
414-546-3300.

http://www.wisconsinjobcenter.org/directory


Exit System

This link exits the system.



Exit System

At this point you can use the link to go to the Department of Workforce 
Development’s web page, or you can close your browser or navigate to 
another site.



DWD Home Page

This link opens a new window
and takes you to the Department of
Workforce Development’s home page.



Labor Market Information

This link opens a new window
and takes you to the WORKnet site.



For Assistance

A link to the Job Center Directory is listed on the Welcome screen, 
along with the toll-free telephone number.

For other Business Services, click on the Wisconsin Job Centers link.



Tips for Preparing a Quality Job Order

•Be descriptive
Explain what your business does, what the job duties are, 
what the hours of work are, any educational or certification 
requirements, etc.

•Proper formatting
Use complete sentences and format the information in a logical, 
easy-to-read manner.  Use sentence case (upper and lower case 
letters) to enter information.  It is much easier to read than 

ALL CAPITAL LETTERS.



Tips for Preparing a Quality Job Order

•Include information on pay and benefits

Most job seekers look for this information first on a job order.
Including this information on your job orders sets you apart from 
businesses that don’t include this information, and will attract more 
interest in your openings.  At a minimum, include the starting salary.  
List specific benefits, rather than statements such as “Benefits 
available” or “Will be discussed at interview”.



Tips for Preparing a Quality Job Order

•Fully explain how to apply
Be sure to include addresses, telephone numbers, fax numbers, 
email addresses, the contact person’s name, hours of contact, and 
the deadline for applying.

•Use the Company Description
...to provide job seekers with information about your company or
business, such as the service you provide or the products you 
manufacture.  Think of it as a way to advertise your business to the 
job seeker.  Why should they consider coming to work for you?



For assistance in creating a job

description, visit

http://www.onetcodeconnector.org



O*Net Connector

You can click on an 
occupational group, on 
the right, or type in an
occupation in the text 
field, on the left.

For example, if you were
looking for “janitor”, you
would click on the link for
Building and Grounds 
Cleaning and 
Maintenance.



Occupational Menu Breakdown

The Building and Grounds Cleaning and Maintenance group is broken down into a 
more detailed list.

To find the information for “janitor”, click on the link for Janitors and Cleaners, 
Except Maids and Housekeeping Cleaners (8th one down on the indented list).



Detailed Information for “Janitor”

Detailed information is displayed for the janitor occupation.

The information can be copied and pasted from O*Net Connector to the job order, then 
edited to fit your situation.

O*Net is an excellent source of information for developing job descriptions because it 
describes the job, not the person.



Keyword Search

To search by keyword, type the name (or a portion of the name)
of the job title in the Keyword Search field, then click on
the Search button.



Keyword Search Results

A list of matches will be displayed.  Click on the link (under 
Occupations) for the occupation that you think most closely matches what 
you are looking for.



Detailed Information for “Janitor”

The detailed information for janitor will be displayed. This is the same 
screen that was displayed when using the Occupational Menu.



If you have questions or need assistance
with your job orders, using O*Net, or 

other issues, contact your nearest 
Wisconsin Job Center.  

For the location nearest you, call 
toll-free 888-258-9966, 

or link to www.wisconsinjobcenter.org/directory.
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